
 
 
 
 
 

Starting Microsoft Word 
 

 
Microsoft Word is a word processing program.  It is similar to WordPad, but has many 
more options, including a built-in Spell Check, more formatting choices, and a 
Thesaurus. 
 
You can start up Word in many different ways.   
Here are 2 methods: 

 

 
2. Click Microsoft Word. 
 
1. Click Start. 

 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click Microso

2. Click All Prog

1. Click Start. 

 
 
 
 
 
 
 
 

You can also create a shor

1. On the Start menu

2. Right click on Mic
> Desktop.  

A shortcut will appear on t
click on that icon to start M
OR
ft Word. 

rams. 
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tcut for Word on the desktop: 

, click All Programs.  
rosoft Word and select Send To 

he desktop.  You can then double-
icrosoft Word.   
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The Microsoft Word Screen 
 

 
 Minimize, Restore/ Maximize, 

and Close Buttons for the 
Microsoft Word program 

 
When you start Microsoft Word, the program opens up to the following screen: 
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 Title Bar 

Minimize 
Restore/Maximize, 
and Close Buttons 
for Document 
Window.  

 
 
Menu Bar 

 Standard Toolbar 
 
 
Formatting Toolbar  

 
 
 Document text area 
 Word automatically opens a blank document 

when you open the program. As long as you see 
a cursor here, you can start typing.   
 
Remember, hit the Enter key when you want to 
start a new line or new paragraph. 
 
  

 
 

Scroll Bars  
 
 
 
 
 
 
 
 
 
 
 
Drawing Toolbar  

Status Bar 


